
 
ELECTRONIC REPORTING – NJDEPONLINE REGISTRATION 

 
STEP 1: Requesting Access 
 (New Users – Users who do not already have a NJDEP Online account or ID) 
1. Go to http://www.njdeponline.com and click on  “NEW USERS Request Access to NJDEP 

Online.”  

 
 
2. Complete all fields.  Click on “Request”. 
 

 
 



 
STEP 2: Link Your NJDEP Online Services to Your myNewJersey Account  
1. If you do not have a myNewJersey Account: Complete all fields in Section B and click “Create 

this new myNewJersey Account and Link NJDEP Online To It.”  Remember to write 
down your Log On ID and Password 

 

 
 
2. If you already have a myNewJersey Account: Fill out Section A with your myNewJersey ‘Log On 

ID’ and ‘Password’ and click “Link NJDEP Online to My Account.” 
 

 



 
STEP 3: Contact Information 
 
1. Enter your contact information.  Click on “Add Contact Number”.  
 

 
 
2. From the drop down menue select the Contact Type.   Enter the telephone number. (You must 
enter at least one contact telephone number.)   Click “Save” Click “Continue”. 
 

 
 
 



 
STEP 4. Request a Certification PIN. 
 
1. You do not need a Certification PIN to complete the Right to Know Survey. 

Click on “Complete Setup.” 
 

 
 
STEP 5.  Configure Services 
 
2. On the My Services page, select “Community Right to Know Survey” and click “OK.” The selected 

service(s) will now be displayed on the My Workspace Screen.  
 

 
 



 
Your registration is complete.  The following screen will appear.  Click “Continue”. 
 

 
 

ELECTRONIC REPORTING – COMPLETING YOUR COMMUNITY 
RIGHT TO KNOW SURVEY 

STEP 1. Adding a Facility 
 
1.On the My Workspace page, scroll down and click “Add Facilities”  
 

 



 
 
2. Enter your 11 digit Facility ID number and click “Search.”   SEARCH USING ONLY YOUR 
FACILITY ID NUMBER. DO NOT ENTER YOUR FACILITY NAME.   
 

 
 
3. Put a check in the box next to the facility name and click  “Add Selected Facility.” 
 

 
 
 
 



 
STEP 2: Accessing Your Facility and Completing the Survey 
1. On the My Workspace page, under Service Selection, click on “Community Right to Know 

Survey”  
 

 
 
 
2. On the Facility Selection screen click  “Access Facility” on the right-hand side (yellow paper icon). 
 

 
 
 



 
3. On the Community Right to Know Survey page, “2011 Survey Not Submitted” should appear.  Click 
“Continue”. 
 

 
 
 
YOU ARE NOW READY TO COMPLETE YOUR CRTK SURVEY.  PLEASE REVIEW 
THE CRTK SURVEY GUIDANCE DOCUMENT FOR ASSISTANCE IN COMPLETING 
THE SURVEY. 
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